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1.  Introduction  

1.1   What is this guide all about? 

The Peak Hill NSW website administrative guide aims to teach and guide 
the administrator of the website to perform basic and complex functions of 
the site. By being able to handle the functions of the site the Administrator 
will be able to update data and pictures of the site, monitor performance and 
troubleshoot if there are any problems with the site. 

 

1.2   Route Map – How the get the most of this guide 

Although this manual is written in the logical sequence of getting started and 
performing the operations with the website you may wish to skip chapters to 
move to a chapter or topic of your choice.  

Here is the quick link guide to get up and running with the Peak Hill NSW 
website.  

1. Getting to know the website - This section deals with logging onto the 
website, navigating around the interface, selecting menus, getting to know 
the various panels of the home page and finally exiting from the application. 

2. Working with content – This section looks at the Site Manager in more 
detail and deals with working with different components while creating the 

content.  

3. Working with images –  This topic teaches you how to manage galleries 
and images. 

4. Appendix – A resource of useful and handy information about the system 
and its activities plus samples of reports.  
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2.  Getting to know the website  

In this section you will learn the basic functions of the website namely how to 
login to the website, navigate the interface, select menus, become familiar 
with the various panels of the home page and finally, how to exit from the 
application. 

The Peak Hill NSW online website can be accessed from anywhere you have 
a computer connected to the internet. 

 

2.1   How to login to the website 

Follow the procedure below to log on to the website.   

1.  Double click the Internet Explorer icon on your desktop to open the 
web browser. Alternatively you may use any of the other popular internet 
browsers such as Firefox, Chrome, Opera or Safari. 

2.  Enter the web address or URL of the website in the URL field which is 
http://www.peakhill.nsw.au/index.php/component/users/?view=login  

The login page of the website with the Logon panel opens. (Placeholder – 

an appropriate image needs to be provided.) 
 

 
 

3.   Enter the username of the administrator in the User Name field. 

4.   Enter the password in the Password field. 

5.   Check the Remember me checkbox to permit the application to 
remember your username and password. 

 

Field Description 

Username 
Enter your Logon username (Logon usernames 
are not case insensitive)  

Password  
Enter the password (Passwords are case 
sensitive) 

http://www.peakhill.nsw.au/index.php/component/users/?view=login%20
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Remember 
Me 

This checkbox is optional. Check it to allow the 

system to remember your inputs so that you 
may login without having to retype them for 
successive logins.  

 

6.  Click Log in. 

On successful login the following opening page is displayed. 

 

 

 

2.2   The tabbed bar 

As the name implies is the horizontal bar with tabs located just below the 
image on the opening page. 
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Made up of individual tabs they display additional menus. A tab once selected 
as in the case of the CONTACT tab in the image above turns into a 

highlighted orange in colour. The colour also changes if you hover your 
mouse over the tab. 

In the example below the mouse is hovered above the ADMINISTRATION 
tab. The corresponding menu that is displayed is shown below. 

 

To proceed with the function of a particular menu item click the menu tiem. 
Menus can have submenus too as displayed in the following image. 

 

 

2.3   How to logout from the website 

1.   Click the Contact tab from the tabbed bar. The webpage refreshes to 
display contact details. 

2.   Click  located at the far right of the page. 

 

Caution: Ensure that you have completed a procedure that you are working on before you 
Logout. Please also take caution to log out by clicking Logout only. Do not use the 

back button of your internet browser instead. 
 

 Administrators working particularly in non-office environments particularly in public 
places such as Internet Café’s, Public Libraries, or even your home must logout from 
the website after they are done so that the application is not left exposed to prying 

eyes. 

 

2.4   What has gone into the building of this website 

www.peakhill.nsw.au has been created using Joomla one of the world’s 
leading open source CMS (Content Management System) software. To find 
out more about Joomla please visit www.joomla.org  

 

A website created using a CMS such as Joomla is one where content is stored 
in a database. Special files hold rules about website structure and design. 

http://www.joomla.org/
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When a particular link is clicked content is fetched from the database and the 
content is displayed on the page according to those rules. 

Joomla offers the administrator a separate backend and a frontend. The 
frontend is where the finished website is displayed. The backend is where the 
content, categories, menus, users and roles etc., are defined by the 
administrator. 
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3.  Editing the website 

As an Administrator of the website you will primarily be performing functions 
that this section explains.  Here you will learn how to add and edit Guides, 
Events, Articles and Galleries (of images) and how to connect and establish 
links to them so that they are displayed as cohesive units of information.  

The ADD & EDIT tab is located at the end of the horizontal tabs. Moving the 
mouse over ADD & EDIT tab opens the following menus and menu items. 

 

Note that the same menu is also provided in a vertical format, appearing on 
the right edge of the page. This menu appears whenever a particular menu 
option is selected for example Business Directory & Services & Facilities 
Entry. 

 

The functions of the menu items of the above horizontal menus and the 
vertical menus are identical.  

Note:  Once a tab, menu or menu item is selected it turns highlighted 

orange in colour. 

3.1   Creating a Business Directory & Services & Facilities entry 

This topic teaches you how to create an item for the Business Directory or 
Services & Facilities sections of the web site.  Internally, the system refers to 

these sections as the "Guide".  Typical examples of guides are The Lindner 
Building, Post Office Building, The Commercial Hotel etc., 
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Note: You can also add an item from the editing page too. This will be 
covered under the editing topic.  

1.   Hover the mouse over ADD & EDIT and click Business Directory & 
Services & Facilities Entry. The webpage refreshes to display the 
following. 

 

2.   Select an item category from the ITEM CATEGORY box. Scroll the box 
to view more categories.  

Note:  At least one category is required. 

To select multiple categories, hold down either the CTRL (windows) or CMD 
(mac) key while clicking on categories in the list. 

For a Business Directory item, click Guide, Business Directory and one or 
more appropriate sub-categories under Business Directory. 

For a Services & Facilities item, click Guide, Services & Facilities and one or 
more appropriate sub-categories in the list. 

3.   Enter the name of the item in the ITEM NAME field. This field must be 
filled. 

4.   Enter a short description for the item in the SHORT DESCRIPTION 
field. 

5.   Enter a longer description in the LONG DESCRIPTION box.  

Note: There is a B (bold) button at the top of the Long Description box. To 
bold some text, select the text by clicking and dragging the mouse. Then. 
click the B button. 
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Next to the B button is an I (italic) button. To italicise some text, select the 
text by clicking and dragging the mouse. Then click the I button. 

6.   Enter name of the proprietor in the PROPRIETORS field.  

7.   Enter the e-mail address of the proprietor in the EMAIL field. 

Note: The EMAIL field appears on the item detail page. When clicked, an 
email form appears. You can add more information on the e-mail formby 
clicking the Show Options link. These fields are the Text Link, Subject and 
Body. 

8.   Enter address in the ADDRESS field. 

9.   Enter telephone number in the TELEPHONE field. 

10.  Enter mobile number in the MOBILE field. 

11.  Enter the URL of the website in the WEBSITE field like this  

http://www.nameofsite.com 

Note:  The WEBSITE appears on the item's detail page. Click Show Options 
to add more information about the website in the Text, Title and Lightbox 
fields. You can also select the option to display the website in a New 
window. This is recommended. 

Text: If you put some text in this field, it will appear on the detail page 
instead of the URL of the website. 

Title: This will appear at the top of the page when someone visit's the item's 
website or at the bottom of the website lightbox.  See Lightbox. 

Lightbox: if you put the URL address in this box, a lightbox will pop up 
containing the item's website. 

 

12.  Enter the details of the location’s map in the MAP field. 

Note:  Regarding Google Maps, the more specific the address, (street 
number, street, town, postcode, state, the better). This feature, however, is 
entirely optional. 

15.  The Media panel helps you upload and attach an image to your guide.  If 
you have already uploaded images select one from the drop-down list in the  
Already Uploaded? field. 

       Or 

       Click Search and upload an image from your computer to the server. 

Note:  Use the Title, Link and Lightbox fields as explained earlier. 
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16.  Select one of the radio buttons for PUBLISHED to publish or not publish 
the guide. The default for PUBLISHED is No, so make sure you choose Yes if 

you wish to publish this item at this time. 

17.  Leave the default "Public" as the  ITEM ACCESS selection. 

17.  Select a mode of access for the item from the ITEM ACCESS drop-down 
list field. 

18.  Finally click  to save the new item. 

 

3.2   Editing and Deleting a Business Directory & Services & Facilities entry 

1.   Hover the mouse over the ADD & EDIT tab and click Business 
Directory & Services & Facilities Edit. The webpage refreshes to display 

the following. 

 
 

Note: You can click The Add Item located above the list of guides (on the 
right) to add guides as described in the previous topic. 

1.   Click the link of a guide to display the details of the guide in brief as 
displayed below. 

 



                                                                                                   Editing the website 

 
 

 

 
 
 

13  

Peak Hill NSW Website  

 

2.   Click  associated with a guide’s record to edit the item. The details 

are then opened in a new webpage. You can then edit the details as 
explained in the previous topic about adding a new item. 

3.  Click  associated with a guide’s record to delete the item. A delete 

confirmation dialog is displayed. 

 

4.   Click OK to delete the item. 

 

3.3   Creating an Event 

Examples of events are a fair, a sporting event such as a race, an exhibition 
and so on. 
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To create an event 

1.   Hover the mouse over ADD & EDIT and click Event Entry. The 

webpage refreshes to display the following. 

 

 

Note:  All fields marked with an asterisk (*) are mandatory and they must 

be filled in. 

2.   Select an item category from the ITEM CATEGORY box. Scroll the box 
to view more categories. At least one category must be selected. 

To select multiple categories, hold down either the CTRL (windows) or CMD 
(mac) key while clicking on categories in the list. 

For an Event, select Events, and the month of that Event. 

3.   Enter the name of the event in the ITEM NAME field.  This is a 
mandatory field. 
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4.   Click the date control of the DATE FROM field and using the controls 
select a starting date.  

 

Select a date and it is automatically entered into the field. Click Done when 
you inserted the date into the field. 

5.   Click the date control of the DATE TO field and using the controls select 
an ending date. 

6.   Enter a brief description in the SHORT DESCRIPTION field.  

7.   Enter a longer description of the event in the LONG DESCRIPTION box. 

Note: There is a B (bold) button at the top of the Long Description box. To 
bold some text, select the text by clicking and dragging the mouse. Click the 
B button. 

Next to the B button is an I (italic) button. To italicise some text, select the 
text by clicking and dragging the mouse. Click the I button. 

8.   Enter the location for the event in the LOCATION field.  

9.   Enter the details of the contact for the event in the CONTACT field. 

10.  Enter the details of the location of the event in the MAP field. 
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Note:  Regarding Google Maps, the more specific the address, (street 
number, street, town, postcode, state, the better). This feature, however, is 

entirely optional. 

11.  Click Search to upload a file into the DOWNLOAD A PDF field. 

       Or 

If you have already uploaded a Pdf file select one from the drop-down list in 
the  Already Uploaded? field. 

12.  Click Show Options to set the download limit in the Download limit 
field.  For unlimited downloads, do not put anything into this field. 

13.  The Media panel helps you upload and attach a teaser image to event. 

The teaser image appears in Category View. 

If you have already uploaded images select one from the drop-down list in 
the  Already Uploaded? field. 

       Or 

       Click Search and upload an image from your computer to the server. 

Note:  Click the Title link to add a title for the image in the Title field. Click 
the Link link to add more details of the link such as Link, Lightbox, and 

options to display the image in a new window. This is recommended. 

Text: If you put some text in this field, it will appear on the detail page 
instead of the URL of the website. 

Title: This will appear at the top of the page when someone visit's the item's 
website or at the bottom of the website lightbox.  See Lightbox. 

Lightbox: if you put the URL address in this box, a lightbox will pop up 
containing the item's website. 

14.  Repeat the process for the fields associated with Image, under the same 

panel. 

15.  Enter the URL of the website in the WEBSITE field, in the Meta panel. 

Note:  Click Show Options to add more information about the website in 
the Text, Title and Lightbox fields. You can also select the option to display 
the website in a New window. Use the fields as explained earlier. 

16.  If the event is associated with an internal link i.e a link within the site 
you can add it in the INTERNAL LINK field.  

17.  Select the Publish radio buttons for PUBLISHED to publish or not 
publish the guide. 

18.  Finally click  to save the new event. 
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3.4   Editing and Deleting an Event 

1.   Hover the mouse over ADD & EDIT and click Edit Event. The webpage 
refreshes to display the following. 

 

 

Note:  You can click Add Item and then on Event to go back to the add 
event page. 

2.   Click on an event to briefly view its description as displayed in the image 
below. 

 

3.   Click  associated with an event’s record to edit the item. The details 

are then opened in a new webpage. You can then edit the details as 
explained in the previous topic about adding a new event. 

3.  Click  associated with a event’s record to delete the item. A delete 

confirmation dialog is displayed. 
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4.   Click OK to delete the event. 

 

3.5   Creating a Tourist attraction (Article) 

Examples of tourist attractions are an abandoned mine, a historic building, a 
scenic outdoor spot and so on. 

To create a tourist attraction 

1.   Hover the mouse over ADD & EDIT and click Articles & Tourist 
Attractions Entry. The webpage refreshes to display the following. 
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Note:  All fields marked with an asterisk (*) are mandatory and they must 
be filled in. 

2.   Select an item category from the ITEM CATEGORY box. Scroll the box 
to view more categories. At least one category must be selected. 

To select multiple categories, hold down either the CTRL (windows) or CMD 
(mac) key while clicking on categories in the list. 

3.   Enter the name of the article in the ITEM NAME field.  This is a 

mandatory field. 
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4.   Enter a few words in the form of a caption or slogan for the tourist 
attraction in the ARTICLE TEASER field. 

5.   Enter a description of the tourist attraction in the ARTICLE_TEXT box. 

Note: There is a B (bold) button at the top of the box. To bold some text, 
select the text by clicking and dragging the mouse. Click the B button. 

Next to the B button is an I (italic) button. To italicise some text, select the 
text by clicking and dragging the mouse. Click the I button.  

If you have more description to add than can be entered into the box click 
the Add another TextArea link. This will open another box. You can delete 

this additional box by clicking the delete  button that appears beside the 

box. 

6.   Enter the location for the event in the LOCATION field.  

7.   The Media panel helps you upload and attach an image and a teaser 

image to tourist attraction. The teaser image appears in Category View. 

If you have already uploaded images select one from the drop-down list in 
the  Already Uploaded? field. 

       Or 

       Click Search and upload an image from your computer to the server. 

Note:  Click the Title link to add a title for the image in the Title field. Click 
the Link link to add more details of the link such as Link, Lightbox, and 
options to display the image in a new window. This is recommended. 

Text: If you put some text in this field, it will appear on the detail page 
instead of the URL of the website. 

Title: This will appear at the top of the page when someone visit's the item's 
website or at the bottom of the website lightbox.  See Lightbox. 

Lightbox: if you put the URL address in this box, a lightbox will pop up 
containing the item's website. 

8.   Select a value from the ITEM ACCESS drop-down list field to set the 

access rights to the tourist attraction. 

9.   Select the Yes radio button of the ITEM STATE field to set the state of 
the tourist attraction. Yes stands for published. 

18.  Finally click  to save the tourist attraction. 
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3.6   Editing a tourist attraction (Article) 

1.   Hover the mouse over ADD & EDIT and click Articles & Tourist 
Attractions Edit. The webpage refreshes to display the following. 

 

Note:  You can click Add Item and then on Article 1 to go back to the add 
article page. 

2.   Click on a tourist attraction to briefly view its description as displayed in 
the image below. 

 

3.   Click  associated with a tourist attraction’s record to edit. The details 

are then opened in a new webpage. You can then edit the details as 
explained in the previous topic about adding a new tourist attraction. 
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3.  Click  associated with a tourist attraction’s record to delete the record. 

A delete confirmation dialog is displayed. 

 

4.   Click OK to delete the event. 

 

3.7   Managing images and galleries 

This topic explains managing images and galleries. Images are grouped 
under categories. Images can be published (displayed on the website) or 
unpublished (loaded onto the server but hidden on the website). On a 
webpage images can also be displayed in a variety of ways. 

 

To manage images and galleries 

1.   Hover the mouse over ADD & EDIT and click Gallery Management. 

The webpage refreshes to display the following. 
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By default all categories and images both published and unpublished are 
displayed.  

 

3.8   Searching categories using filters 

 

1.   To search a particular category enter the name of the category in the 

Filter field and press Enter on your keyboard or click Search.  

Note:   Wildcard characters cannot be used. Partial names are allowed. 

2.   Refine your search further by selecting Published or Unpublished from 
the Select Status drop-down list on the right. 

The webpage displays results if found. 

3.   Click Clear to clear the Filter field and restore the webpage back to its 
original status (displaying all categories). 

 

3.9   Publishing or Unpublishing categories 

From the main page, i.e the opening page that displays the list of categories 
of the website you can easily publish or publish categories and their 

associated images.  

To publish an upublished category or categories 

1.   Check the checkbox associated with the category. You can select one or 
more categories this way. 

2.   Click . 

 

To unpublish an item that has been published 

1.   Check the checkbox associated with the category. You can select one or 
more categories this way. 

2.   Click . 
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3.10   Ordering the categories 

You can also order the categories in which they appear.  

To order them 

1.   Click the Move up  or Move down  button to move a category 
one step up or one step down in the list. Alternatively enter an order number 

in the field beside the buttons and click the Save Order  button located 

on top of the fields. 

 

3.11   Deleteing a category 

To delete a category 

1.   Check the checkbox associated with the category. You can select one or 
more categories this way. 

2… Click . A delete confirmation dialog is displayed. 

 

3.   Click OK. 

Caution:   Perform delete functions with care. Categories and associated 
images once deleted will be removed from the pages they are associated 
with on the website. 

 

3.12   Creating a new Image Category 

1.   Click . The webpage refreshes to display the following 
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2.   Enter the category’s name in the Title field. 

3.   Enter an alias name for the category in the Alias field. 

4.   Select a profile i.e the way the images are to be displayed from the 
Profile drop-down list field. 

5.   Click  to select an image from your computer as a default 

image for the category. 

6.   Select a radio button of the Remove Menu Image label, to set if the 

image needs to be removed.  

7.   Select a status from the Status drop-down list field. Select Published to 
publish and display the category on the website pages. 

8.   Enter a description of the category in the Menu Description box.  

Note:   The box features a full fledged JCE Editor. To get more help with the 

controls and functions of the editor click . Click the Toggle Editor link 

above the box to disable or enable the JCE Editor controls. 

9.   Enter a description of the Article in the Article Description box.  

Note:   The box also features a full fledged JCE Editor.  
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10. To save this category click . To exit without saving click 

. 

 

3.13   Adding images to a category 

Once a category is created it is listed on the main page, i.e the opening page 
when you selected Gallery Management under ADD & EDIT on the Home 
page of the website. 

To add images to a category 

1.   Click the Manage Images  link of that category. The 
webpage refreshes to display the following. 

 

2.   Click  from the Select files box. The Windows Open dialog 
opens where you can search, locate and upload the file into the box. 

Note:   Hold down the Ctrl key on the keyboard to select multiple files in the 
Open dialog for uploading. 
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To delete a file from this list click  associated with the particular image 
file you wish to delete. 

3.   To upload the files inserted into the box click . The files are 
uploaded and once successfully uploaded the image is displayed in the image 
list area as shown below. 
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Note:   The functionality of ordering the images, publishing, un-publishing, 
deleting, filtering for viewing etc., are similar to the functions and buttons 

used on the categories management page. The  button takes you back 
to the categories management page. 

 

Additional functions 

4.   Click the hyperlinked title of the columns (Description, Tags, Public, 

Hits and Ordering) to order the images in ascending order of these 
columns.  

5.   Rotate any image clockwise or anti-clockwise by 90 degrees by clicking 

the rotating buttons  of that image. 

6.   Click the Edit link of the Description column or the Tag column of an 

image to edit details of the image. The following web page is displayed. 

 

6a. Enter a description in the Description box. 

Note:  The box features a full fledged JCE Editor. To get more help with the 

controls and functions of the editor click . Click the Toggle Editor link 

above the box to disable or enable the JCE Editor controls. 
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6b.  Enter tags (words, phrases) related to the image in the Image tags 
box. Separate tags with commas. 

6c.  Enter an alternate text for the image (this is displayed when browsers do 
not display the image) in the Image Alt Text field. 

6d.  Enter the URL of an image (optional) if the image is located elsewhere 
(i.e not on our server) in the Image Link field. 

6e.  Select a radio button for Link Opens New Window.  

6f.   Select an option from the Status drop-down list field. 

Note:  The Hits field is not editable. 

6g.  To save there are several options. Click  to save the details 

changed and remain on the same page. Click  to save the details 

and go back to the previous page. Click  to save the details and 

go to the next image in the list. Click  to exit back to the previous 
page without saving any changes made. 

 

Back on the list of images page 

7.   To delete all images in one go, select the checkbox next to Menu 

Image. All images are selected. Click  to delete all the images. 
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4.  Appendix 

4.1   Page editing information  

 

PAGE ELEMENT 
TYPE 

ELEMENT NAME WHERE TO FIND 
ELEMENT  

ADVANCED OR EASY 
EDIT 

     

HOME Module Banner Modules in Joomla back-

end administration 

ADVANCED - Note 

this element appears 
on all pages but it is 
only included once in 
this table for clarity. 

 Module Main Menu Menus in Joomla back-
end administration 

ADVANCED - Note 
this element appears 
on all pages but it is 
only included once in 
this table for clarity. 

 Module Town with a 
Heart of Gold 

Modules in Joomla back-
end administration 

ADVANCED - Note 
this element appears 
on all pages but it is 
only included once in 
this table for clarity. 

 Gallery 
(slider) 

Home Gallery Management EASY 

 Main 
Content 

Peak Hill Business Directory & 
Services & Facilities Edit 

EASY 

 Gallery Home Page 
Right 

Gallery Management EASY 

 Gallery Sponsors Gallery Management EASY - Note this 
element appears on 
all pages but it is 
only included once in 

this table for clarity. 

 Module Footer Modules in Joomla back-
end administration 

ADVANCED - Note 
this element appears 
on all pages but it is 

only included once in 
this table for clarity. 

     

LOCATION & 
CLIMATE 

Gallery Location signs 
and logos 

Gallery Management EASY 

 Main 
Content 

Location & 
Climate 

Business Directory & 
Services & Facilities Edit 

EASY 
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 Module Climate & 
Weather 

Modules in Joomla back-
end administration 

ADVANCED 

 Gallery Location Gallery Management EASY 

     

HISTORY Gallery History Gallery Management EASY 

 Main 

Content 

History Articles & Tourist 

Attractions Edit 

EASY 

 Gallery History - Grain Gallery Management EASY 

     

ACCOMMOD
ATION & 
FOOD 

Main 
Content 

Business 
Directory - 
Accommodation 
& Food - 

Category view 

Business Directory & 
Services & Facilities Edit 

EASY 

     

SEE & DO Main 

Content 

Tourist 

Attractions - 
Category View 

Articles & Tourist 

Attractions Edit 

EASY 

     

EVENTS & 
RECREATION 

Main 
Content 

Events - 
Category View 

Event Edit EASY 

     

SERVICES & 
FACILITIES 

Main 
Content 

Services & 
Facilities - 
Category View 

Business Directory & 
Services & Facilities Edit 

EASY 

     

BUSINESS 
DIRECTORY 

Main 
Content 

Business 
Directory - 
Category View 

Business Directory & 
Services & Facilities Edit 

EASY 

     

ADVERTISIN
G 

Main 
Content 

Advertising - 
Category View 

Advertising Edit EASY 

     

CONTACT Main 
Content 

Business 
Directory - 
Single Item - 

Visitor 
Information 
Centre 

Business Directory & 
Services & Facilities Edit 

EASY 
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